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PRICGOIMNLL DISECTU MEMOHANDUE NO. S1-53

SBJeC?s Coriplaticn of Routing and Hecord Sheets on Applicant Flles

WFTRNCE:  lersonnel Director lemcrandum No. 32-52, Applicant and
mployes (iles, dated 20 June 1953

1. The fallure of Agency components to place 1dantifying data on
the louting and Hecord Sheets (Form 51-9 and S1-10) attached to applicant
files forwarded for rerview of Job qualifications is occurritpg with in-
eressine frequency. In many csses the [ile is returned to the “ersonmel
frocurement Division without revealing the name of the official whe has
reviewad bthe contents ov the oflice he represents and without indicating
dntan of recedipt and transmittal. The roubing sheet often centaing only
frappentary snd occasionally garbled information dbout the determinsgtions
nade by the indlvidual who has had the f£ils,

¢o b is importan’ %0 haws an accuratz and complete record of lhe
progress of each fils snd the Jlecisions reached at each step of the wsy.
it 1s perticularly important when situations develop which reqiire sub~
aippion of detesiled reports indicating what person or persons reviewed
tie file and what comwents were furnished.

1. The procedure for routing arplicant folders will contimis as
outiined in PDH No. 3252, Applicant and imployee Files, dated
20 June 1952. In opder to assure that all sipnificant dates, names,
and corpents vecome a part of the record, Placement Officers are
responsible for advising the operating offices that a complete sten-
by=stop account of tha progawss of the file is required. In spscific
instances where & Ille is retuyned incompletely documented, offending
offices should be advised of the omissions and requasted to take
corrective action.
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